CHAPTER 7
STATEMENT OF ACCOUNTABI LI TY
SF1219

PURPOSE:

To provide screen navigation for creating/updating the SF1219
report, executing and viewing SF1219 reconciliations, and
generating/printing reports.

BACKGROUND:

The SF1219 Statenent of Accountability is the report required by
Treasury for use by governnent agencies that have the authority to
di sburse checks on behalf of the U S. Treasury. The SF1219 is a
monthly report submtted to Treasury to establish the disbursing
office's accountability for funds. It reconciles the deposits and
checks issued by agencies to the cash on hand, which establishes
the disbursing officer's accountability. Both the SF1219 and
SF1220 forns are submtted at the sane tine and nust agree.

DUE DATE

The SF1219 is due at the UFC COB on the 6th cal endar day of the
current nonth for the previous accounting nonth. If the 6th
cal endar day of the current nonth falls on a weekend or holi day,
the SF1219 is due the work day before. Agencies are required to
submt an SF1219 for all accounting periods, even when there are no
financial transactions to report. This enables the UFC to account
for all reporting agencies.

System nust be open for submission. |If not a nmessage will appear
at the bottom of the screen.

User can only create report for current accounting period.

SF1220 nmust be accepted prior to creating teh SF1219, otherw se a
message wi || appear that the SF1220 has not been accept ed.
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ACCESS PERM SSI ONS:

a. User nust have create/update perm ssions for the applicable FOA
in order to create or wupdate report data, execute or Vview
reconciliation/edit reports, and generate or view reports.

b. User nust have generate/view perm ssions for the applicable FOA
in order to generate or view reports. This does not allow the user
to create or update report data.

c. User nust have view perm ssions for the applicable FOA in order
to view only reports already generated. This does not allow the
user to create or update or generate reports.

d. District Report Level users can only performfunctions for the
specific FOA or District. Di vision Report Level users can only
performfunctions for the specific D vision. Command Report Level
users can generate reports for the entire command. UFC Command
Report Level users can performfunctions for the entire comrmand.

ADDI TI ONAL | NFORVATI ON:

The SF1219 primarily consists of two main sections. Section 1,
Ceneral Statenent of Account and Section I, Summary by Synbol of
Check and Deposit Transactions.

Section 1 - This section contains two parts. Part A - Transactions
during period affecting accountability and Part B - Analysis of
Oficer's Accountability.

Part A. This section is used to report transactions during
the accounting period that affect increases or decreases in a
di sbursing officer's accountability. Part A begins with the total
accountability from the previous period, adds increases in
accountability, subtracts decreases in accountability, and ends
with total accountability for the close of the period.

Line 2.80 - OPAC Paynents & Collections identifies the
net OPAC transactions reported by an agency. The anmount on this
line is conpared to Treasury di sbursenent control totals.

Line 4.20 - Deposits Presented/ Mailed to Bank identifies
the net deposit activity reported by an agency. The anount on this
line is conpared to Treasury deposit control totals.
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Part B. This section is used for analysis of the funds for
whi ch the disbursing officer is personally responsible and Iiable.
Section Il - This section contains the supporting detail by check,
date, and anmount for specific totals in Section 1 and is separated
into six parts. TC210 - Checks Issued Current Period, TC211 -
Checks Issued, Adjustnents - TFS Form 5206, TC212 - Checks I ssued,
Adj ustnments - Other, TC280 - OPAC Paynents and Col |l ections, TC420
-Deposits Presented/Mailed to the Bank, SF1220 - Statenent of
Transacti ons.

REFERENCES:

1. Treasury Financial Mnual, Volune 1.
2. OWB Circular A-34 Report on Budget Execution
3. Automated SF1219/20 Gateway System Users Manual, 10/1/92.
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PROCEDURE
COLLECTI OV DEPCSI T PRCCESS:

A.  The agency collects cash and checks fromthe public.

B. A SF215 Deposit Ticket is prepared and the collected cash and
checks are deposited in the bank.

C. The Federal Reserve Banks (FRBs) and other depositories send
daily deposit reports to Treasury through the CA$HLI NK system
These deposits nay be viewed by agencies using the agency access
portion of the CA$HLI NK system

D. At the end of each nonth, agencies report deposits to Treasury
on the SF1219/1220 via the GOALS system This function is
performed by the UFC. USACE activities submt to the UFC

E. STAR (FM5S' s dat abase systen) accunul ates deposit information
and conpares agency reports with those of the FRBs and depositories
vi a CASHLI NK.

F. Treasury reports deposit information in publications to
Congress and the public.

DI SBURSEMENT PROCESS:

A.  An SF1166 or EFT paynent schedule is prepared by the agency and
sent to the agency's disbursing office to i ssue paynents.

B. Paynents are issued to the public.

C.  SF1219/1220 di sbursenment information is transmtted to Treasury
via GOALS. This function is performed by the UFC USACE
activities submt to the UFC

D. Each week a check-issue file is transmtted directly to
Treasury via DFAS or through Federal Reserve Banks. This function
is perfornmed by the UFC. USACE activities submt to the UFC

E. STAR (FM5S's database system) accunulates and conpares
informati on from banks, FRBs, and agenci es.

F. Treasury reports disbursenent information in publications to
Congress and the public.
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CHAPTER 7 - SECTION A
TO CREATE SF1219 REPORT

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)
ENTER CHO CE
Select 3 - Cvil Accounting Functions. Press Enter.
Select 3 - Create/ Update Reports. Press Enter.
Press Enter to select SF1219 Report.
OR

Press CTRL F1 to nove to the smart code fi el d.

SVART CCODE Enter CC12109. Press Enter.
OR

Press F4 for alist of all
the snmart codes avail abl e
to select from

OR

Press CTRL F1 to nove to
the enter choice field.

|f the F4 key is used, a pop up window will appear that contains
all the valid smart codes the user has been granted access to use.
User can:

USE UP OR DOMN ARROW KEYS Use these keys to nove up
or down the list in the
pop up wi ndow to the
desired sel ection.

PRESS TAB Use the tab key to nove
cursor to the find field.
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Once in the find field
enter a value and press
enter to execute the
guery.

PRESS END Use the end key to
sel ect the choice.
Systemw || automatically
nove to the appropriate
screen to continue on.

PRESS F10 Use the F10 key to exit
t he pop up w ndow and
return to the previous
screen with no action.

You are now at screen HQL. . 3.2.1 - SF1219 Statenent of
Accountability.

FOA CCODE Ent er t he applicabl e
reporting FOA Code
Skips to Line 2.10.

D sbursing O ficer, FOA Address and Accounting Period automatically
popul ate when FOA Code is entered.

LI NE 1. 00 This is automatically
popul ated with the anount
fromthe previous
accounting period's

closing balance - Line
5.0.
Skips to Line 2.10.
LI NE 2. 00 This is atitle.
Automatically skips to
Li ne
2.10.
LINE 2. 10 Enter total dollar anmount

checks i ssued for the
current period. Press
Ent er.
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enter

to

NOTE:

OR
To report zero, press
or press down arrow key
nmove to next field.
If field already contains

an anount, press F6 to
cl ear.

The weekly check issue data submtted to the UFC should agree with
the nonth for the same accounting peri od.

LINE 2. 11

or

From the Pop Up W ndow.

CHECK/ DO SYMBOL

ent er ed.

| SSUE DATE (MM YY)

For mat

Ent er.

Press Enter to enter detai
data. A Pop Up W ndow

screen w Il appear.

OR
To report zero, press up

down arrow key.

Aut omatical ly popul at es
with the DSSN assi gned
to the FOA reporting once
t he i ssue date IS

Skips to |Issue Date.
Enter the prior nonth/year
of the check-issue

adj ustnment identified on
the TFS Form 5206.

must be MWY. Pr ess
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yrs.

AMOUNT

val ue.

dat e

wi |
checks

peri od.

TOTAL

Checks older than nine

are not to be reported
her e.

Enter the total doll ar
armount of the check-issue
adj ustnent for the prior
nmont h/ year identified on
the TFS Form 5206. Press
Ent er to record next

Cur sor nmoves to issue
field to enter next |ine.
If field already contains
an anount, press F6 to

cl ear.

To delete a record inits
entirety, press SHF5.

When conpl ete press
CTRL-F1 to exit w ndow.

User is taken back to the
SF1219 form and cursor is
nmoved to next |ine.

The TFS Formis a check-
I ssue-di screpancy notice
prepared by FMS. Anobunts
reported on this Iline
af f ect t he t ot al of

i ssued for a prior

Aut omatical ly popul at es
with the sumof the
anount s bei ng ent er ed.

The cunul ative total nust
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agree with the anount on
Line 2(a) of the SF1179

for the sane accounting

peri od.

If user enters pop up window in error, press CIRL-F1 to exit

wi ndow.

LINE 2.12

or

From the Pop Up W ndow

CHECK/ DO SYMBOL

ent er ed.

| SSUE DATE (MM YY)

AMOUNT

Press Enter to enter detai
data. A Pop Up W ndow

screen w Il appear.

OR
To report zero, press up

down arrow key.

Aut omatical ly popul at es
with the DSSN assi gned
to the FOA reporting once
t he i ssue date IS

Skips to |Issue Date.

Enter the prior nonth/year
of the any adjustnent

not reported on TFS Form
5206. Format must Dbe
Press Enter.

Enter the total doll ar
anount of the adjustnent
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next

TOTAL

| f user
wi ndow.

LI NE 2. 30

for the prior nonth/year
identified in previous
field.

If field already contains
an anount, press F6 to
cl ear.

To delete a record inits
entirety, press SHF5.

Press enter to record

value. Cursor nobves to
i ssue date field to enter
next |ine.

When conpl ete press
CTRL-F1 to exit w ndow.

User is taken back to the
SF1219 form and cursor is
nmoved to next |ine.

These adj ustnents are
normal Iy acconpli shed on
SF1017- G Journal Voucher.

Aut omatical ly popul at es
with the sumof the
anount s bei ng ent er ed.

The cunul ative total nust
agree with the anmount on
Line 2(b) of the SF1179
for the sane accounting
peri od.

enters pop up window in error, press CIRL-Fl1 to exit

This is atitle.
Automatically skips to
Li ne 2. 34.
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LINE 2. 34

fi nanci al

and

I tens

ent er

to

LI NE 2. 36
anot her

your

enter

to

Enter the total anount of
al | uni dentified

transactions during the
accounting period that

i ncrease the disbursing
of ficer accountability

cannot be classified on
Lines 2.36 or 2. 37.

reported on this line are
to be cleared in the next
accounting period. Press
Enter.

OR
To report zero, press
or press down arrow key
move to next field.
If field already contains
an anount, press F6 to
cl ear.

Enter the amount of check
paynment s i ssued by

di sbursi ng of fice, at
request, during the
accounting period. Press
Enter.

OR
To report zero, press
or press down arrow key

nove to next field.

If field already contains
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LI NE 2. 37

during

ent er

to

LINE 2. 61

ent er

to

LI NE 2. 80

an anount, press F6 to
cl ear.

Enter the anpunt of
financial transfers
recei ved from ot her
di sbur si ng of ficers

t he accounting peri od.
Press Enter.

OR
To report zero, press
or press down arrow key
nmove to next field.
If field already contains

an anount, press F6 to
cl ear.

Enter the anount of
TFCS paynents and
adj ust nent s.

Press Enter.

OR
To report zero, press
or press down arrow key
nove to next field.
If field already contains

an anount, press F6 to
cl ear.

Press Enter to enter detai
data. A Pop Up W ndow

screen wi || appear.
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or

From the Pop Up W ndow:

CHECK/ DO SYMBOL

ent er ed.

| SSUE DATE (MM YY)

adj ust nent s.

Press

AMOUNT

o0 delete a record inits

OR
To report zero, press up

down arrow key.

Aut omatical ly popul at es
with the DSSN assi gned
to the FOA reporting once
t he i ssue date IS

Skips to |Issue Date.

Enter the prior nonth/year
of the OPAC transactions
or prior nmont h

Format nust be MWY.
Ent er.

Enter total dollar anount
of current OPAC transac-
tions (paynents and

col l ections) and prior
nont h adj ust nent s.

If field already contains
an anount, press F6 to
cl ear.

entirety, press SHF5.

When conpl ete press
CTRL-F1 to exit w ndow.

User is taken back to the
SF1219 form and cursor is
nmoved to next |ine.
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to

2. 80

to

TOTAL

| f user
wi ndow.

LI NE 2. 90

2. 10,

LI NE 3. 00

account a-

(Lines

LI NE 4. 00

This is a critical line
of the SF1219. Treasury
will conpare this anount

its own "control totals".
If the ambunt on Line

does not natch, an SF6652
Statenent of Differences
for Di sbursenents will be
sent to the disbursing
office to be reconcil ed.
It is the disbursing
office's responsibility

reconcil e these
di f f erences.

Aut omatical ly popul at es
with the sumof the
anount s bei ng ent er ed.

enters pop up window in error, press CIRL-Fl1 to exit

Aut omatical ly popul at ed
with the sum of Lines

2.11, 2.12, 2.34, 2.36,
2.37, 2.61, and 2. 80.
Ski ps to Line 4.20.

Aut omatical ly popul at ed
with the sumof the
begi nni ng peri od

bility and the increases
in accountability during
t he reporting peri od

1. 00 plus Line 2.90).
Skips to Line 4.20.

This is atitle.
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LINE 4. 10

di sbur senents

correct,

LI NE 4. 20

or

From the Pop Up W ndow:

CHECK/ DO SYMBOL

ent er ed.

| SSUE DATE (MM YY)

Press

AMOUNT

Automatically skips to
Li ne 4. 20.

Aut omatical ly popul at ed
from t he net

report on the SF1220. If
this val ue IS not

user nmust resubmt the
SF1220 report. Skips to
Li ne 4. 20.

Press Enter to enter detai
data. A Pop Up W ndow

screen wi Il appear.

OR
To report zero, press up

down arrow key.

Aut omatical ly popul at es
with the DSSN assi gned
to the FOA reporting once
t he i ssue date IS

Ski ps to |Issue Date.

Enter the nonth/year
of the deposits.
Format nust be MWY.

Ent er.

Enter total dollar anpunt
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o0 delete a record inits

to

4. 20

to

TOTAL

of the current nonth
deposits mailed or pre-
csented to the bank.

If field already contains
an anount, press F6 to
cl ear.

entirety, press SHF5.

When conpl ete press
CTRL-F1 to exit w ndow.

User is taken back to the
SF1219 form and cursor is
nmoved to next |ine.

This is a critical line
of the SF1219. Treasury
will conpare this anount

its owmn "control totals".
If the ambunt on Line

does not natch, an SF6652
Statenent of Differences
for Deposits will be

sent to the disbursing
office to be reconcil ed.
It is the disbursing
office's responsibility

reconcil e these
di f f erences.

Aut omatical ly popul at es
with the sumof the
anount s bei ng ent er ed.

If user enters pop up window in error, press CIRL-F1 to exit

wi ndow.

LI NE 4. 30

This is atitle.
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LI NE 4. 34

fi nanci al

I tens

ent er

to

LI NE 4. 36

ent er

to

Automatically skips to
Li ne 4. 34.

Enter the total anount of
al | uni dentified

transactions during the
accounting period that
decrease the disbursing
of fice accountability and
cannot be classified on
Lines 4.36 or 4.37.

reported on this line are
to be cleared in the next
accounting period. Press
Enter.

R
To report zero, press
or press down arrow key
move to next field.
If field already contains
an anount, press F6 to
cl ear.
Enter the anmount of check
paynments issued by your

di sbursing office, at the
request of anot her

di sbursing office, during

t he accounting peri od.
Press Enter.

R
To report zero, press
or press down arrow key

nove to next field.
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LI NE 4. 37

ent er

to

LI NE 4. 90
4.10,

4. 37.

LI NE 5. 00

bet ween

to

Li ne

If field already contains
an anount, press F6 to
cl ear.

Enter the anount of
financial transfers

sent to other disbursing
of ficers during the
accounting peri od.

Press Enter.

OR
To report zero, press
or press down arrow key
nmove to next field.
If field already contains

an anount, press F6 to
cl ear.

Aut omatical ly popul at ed
wth the sum of Lines
4.20, 4.34, 4.36, and
Skips to Line 6.10.

Aut omatical ly popul at ed
wth t he di fference
t he anounts reported on
Line 3.00 and 4.90 or
(Lines 1.00 + 2.90 -

4.90 = 5.00)

Ski ps to Line 6.10.

This amount will be used

automatically popul at e

1.00 of the SF1219 for
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t he

LI NE 6. 10

ent er

to

LI NE 6. 20

di sbur si ng

ent er

to

LI NE 6. 50

advanced

account abl e

next accounting peri od.
Enter the total anmount of
of all checkbook bal ances
on deposit in designated
depository accounts.
Press Enter.

R
To report zero, press
or press down arrow key
move to next field.
If field already contains
an anount, press F6 to
cl ear.

Enter the total anount of
cash hel d at t he

office or station.
Press Enter.

OR
To report zero, press
or press down arrow key
nmove to next field.
If field already contains
an anount, press F6 to

cl ear.

Enter the total anount of
cash t hat has been

to officially authorized
governent cashiers for
whi ch t hey are
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of ficer.

ent er

to

LINE 7. 00
char ges(vouchered

(check

ent er

to

LI NE 8. 00

6. 10,

LI NE 9. 20

to t he di sbur si ng
Press Enter.

OR
To report zero, press
or press down arrow key
nmove to next field.
If field already contains
an anount, press F6 to

cl ear.

Enter the total anount of
deferred

itens), recei vabl es
overdrafts), |osses of
funds, and receivabl es
(di shonered checks).
Press Enter.

R
To report zero, press
or press down arrow key
nmove to next field.
If field already contains
an anount, press F6 to

cl ear.

Aut omatical ly popul at ed
with the sum of Lines

6.20, 6.50, and 7.00.
Ski ps to Line 9.20.

Enter the total anount of
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ent er

to

LI NE 9. 30

ent er

to

LI NE 9. 40

ent er

to

recei vabl es (check
overdrafts), of the
previ ous di sbursing
officer. Press Enter.

OR
To report zero, press
or press down arrow key
nmove to next field.
If field already contains

an anount, press F6 to
cl ear.

Enter the total anount of
Loss of Funds of the

previ ous di sbursing
officer. Press Enter.

To report zero, press
or press down arrow key
nmove to next field.

If field already contains

an anount, press F6 to
cl ear.

Enter the total amount of
ot her accountability of
t he previous disbursing
officer. Press Enter.

OR
To report zero, press

or press down arrow key
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nove to next field.

If field already contains
an anount, press F6 to
cl ear.

You are now at the end of the form Before commtting the SF1219
report data entered check the value appearing in Line 11.00. If
this value is not correct, then go back through the form and
correct where necessary. Use the up or down arrow key to nove back
up the form

LI NE 10. 00 Aut omatical ly popul at ed
wth the sum of Lines
9. 20,
9.30 and 9. 40.
LI NE 11.00 Aut omatical ly popul at ed
wth the sum of Lines
8. 00
and 10.0 and nust equal
t he

anount reported on Line
5.00 - Close of Period
Accountability.

Press End to Commi t.
Press F9 to create a new SF1219 for anot her FOA

Press F10 to exit the form If user did not press END to commt
prior to pressing the F10 key, a box will appear asking to commt
data entered or cancel. Press 'Y to commt, 'N to exit wthout
commtting, or '"C to cancel and remain in the form

Once the SF1219 has been conmtted, the report status has been set
to 'SUBM TTED . user nmust now execute and view the
reconiliation/edit report in order to have the report ' ACCEPTED .

CHAPTER 7 - SECTION A
TO UPDATE SF1219 REPORT
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Fol | ow gui dance established under Create SF1219 report for Screen
Navi gat i on.

Once FOA code is entered for same accounting period, a query is
performed and the information is retrieved and populated in the
form

Move cursor with up or down arrow key or enter key to the field in
error. Press F6 to clear field or Press SHF5 to delete record in
its entirety.

Press END to conmt change.

Press F10 to exit form If user did not press end to conmt prior
to pressing the F10 key a box wll apear asking to commt data
entered or cancel. Press Y to commt, N to exit wthout
commtting, or Cto cancel and remain in form

Execute and View Reconciliation/Edit Report.

CERM AO
30 January 1996



CHAPTER 7 - SECTION B
TO EXECUTE SF1219 RECONCI LI ATI OV EDI T REPORT

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)
ENTER CHO CE
Select 3 - Cvil Accounting Functions. Press Enter.
Select 5 - Execute Recon/Edit Reports. Press Enter.
Press Enter to select SF1219 Report.
OR

Press CTRL F1 to nove to the smart code fi el d.

SMART CODE Enter RCONCX. Press Enter.
You are now at Screen
HQL. 3. 4. Press Enter to
sel ect SF1219 Report.

OR

Press F4 for alist of all
the snmart codes avail abl e
to select from

OR

Press CTRL F1 to nove to
the enter choice field.

|f the F4 key is used, a pop up window will appear that contains
all the valid smart codes the user has been granted access to use.
User can:

USE UP OR DOMN ARROW KEYS Use these keys to nove up
or down the list in the
pop up wi ndow to the
desired sel ection.
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PRESS TAB Use the tab key to nove
cursor to the find field.
Once in the find field
enter a value and press
enter to execute the

query.

PRESS END Use the end key to
sel ect the choice.
Systemw || automatically
nove to the appropriate
screen to continue on.

PRESS F10 Use the F10 key to exit
t he pop up w ndow and
return to the previous
screen with no action.

You are now at screen HQL.3.5 - Reconciliation Request Screen -
SF1219 RECON.

CHO CE Enter 1,2,3, or 4. Skips
to FAO field.

Choice 1 - Enter if executing a SF1220 reconciliation for one
speci fic FOA

Choice 2 - Enter if executing a SF1220 reconciliation for all FQOAs
in a specific D vision. User nust have at |least Division |eve
access.

Choice 3 - Enter if executing a SF1220 reconciliation for all FQOAs
in the Conmand. User nust have at |east Command | evel access.

Choice 4 - Enter to exit form

FOA Enter the applicable FQOA
code for CHoice 1. Press
Ent er.
OoR

Enter the first position
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of t he appl i cabl e
Di vision Code for Choice
2 or enter any FOA code
within that D vision.
Press Enter.

Report will now execute and user will be taken to a bl ank screen.
When report is conplete, user will be pronpted to return to nenu.
Press Enter.

Press CTRL F1 to nove to Choice Field and enter another choi ce.

Press F10 to exit.

NOTE:

Reconciliation reports wite to only one file. |If another choice

is selectted prior to reviewing the results of the first one, this
file is overwitten with the next report.
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CHAPTER 7 - SECTION C
TO VI EW SF1219 RECONCI LI ATI OV EDI T REPORT

SCREEN NAVI GATI ON:
Fromthe CEEM S Main Menu (Screen HQL. 0)
ENTER CHO CE
Select 3 - Cvil Accounting Functions. Press Enter.
Select 6 - View Recon/Edit Reports. Press Enter
Press Enter to select SF1219 Report.
OR

Press CTRL F1 to nove to the smart code fi el d.

SMART CODE Enter RCONCV. Press Enter.
You are now at Screen
HQL. 3. 4. Press Enter to
sel ect SF1219 Report.

OR

Press F4 for alist of all
the snmart codes avail abl e
to select from

OR

Press CTRL F1 to nove to
the enter choice field.

|f the F4 key is used, a pop up window will appear that contains
all the valid smart codes the user has been granted access to use.
User can:

USE UP OR DOMN ARROW KEYS Use these keys to nove up
or down the list in the
pop up wi ndow to the
desired sel ection.
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PRESS TAB Use the tab key to nove
cursor to the find field.
Once in the find field
enter a value and press
enter to execute the

query.

PRESS END Use the end key to
sel ect the choice.
Systemw || automatically
nove to the appropriate
screen to continue on.

PRESS F10 Use the F10 key to exit
t he pop up w ndow and
return to the previous
screen with no action.

Report will now execute and appear on screen. |If report is |arger
t han screen, user can press CIRL plus right or left arrow keys to
nmove | eft or right, press enter to nove to next page or press g to
quit. At EOF marker, press enter. User will be pronpted to return
to nmenu. Press Enter.

Press F10 to exit.

NOTE:

If Division Reconciliation Report was executed, then a list of all
FQA codes not included in the report will appear first in the file
Press Enter to page down.
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CHAPTER 7 - SECTION D
TO GENERATE SF1219 RECONCI LI ATI ON EDI T REPORT

BACKGROUND:

Prior to generating any SF1219 reports, user nust have executed the
SF1219 reconciliation/edit report and received a status of
" ACCEPTED .

SCREEN NAVI GATI ON:

Fromthe CEEM S Main Menu (Screen HQL. 0)

ENTER CHO CE

Select 8 - Reports. Press Enter

Use down arrow key to select G vil Accounting Reports.
Press Enter.

Use down arrow key to select SF1219 Report.

OR
Select 3 - Cvil Accounting Functions. Press Enter.
Select 7 - Reports. Press Enter.

Use down arrow key to select G vil Accounting Reports.
Press Enter.

Use down arrow key to select SF1219 Report.
OoR
Press CTRL F1 to nobve to the snart code fi el d.
SVART CCODE Enter GC12109. Press Enter.

You are now at Screen
HQL. 8. 2. Press Enter to
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sel ect SF1219 Report.
OoR
Press F4 for alist of all
the snmart codes avail abl e
to select from
OoR

Press CTRL F1 to nove to
the enter choice field.

|f the F4 key is used, a pop up window will appear that contains

all the valid smart codes the user

User can:

USE UP OR DOMN ARROW KEYS

PRESS TAB

PRESS END

PRESS F10

You are now at screen HQL.8.2 -
Statenent of Accountability (SF1219).

FOR PERI GD ENDI NG

has been granted access to use.

Use these keys to nove up
or down the list in the
pop up wi ndow to the
desired sel ection.

Use the tab key to nove
cursor to the find field.
Once in the find field
enter a value and press
enter to execute the

query.

Use the end key to

sel ect the choi ce.
Systemw || automatically
nove to the appropriate
screen to continue on.

Use the F10 key to exit
t he pop up w ndow and
return to the previous
screen with no action.

CEEM S Report Sel ection Screen -

Enter the accounting period
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REPORT LEVEL

FOA

FSN

DSSN

ASN

OPERATI NG AGENCY

for the report to be
gener at ed. Format nust
be MWY. Skips to next
field.

Enter the report |evel.
DIS for District

DIV for Division

LAB for Laboratory

CRP for Comand

Ski ps to next field.

OR

Press F4 for a list of
all  the report levels
avai l able to select from

Enter the FOA Code. Skips
to next field.

If DIV was entered in
report level, enter any
FOA code wthin t he
Di vi si on.

Aut omatically popul at es
when FOA Code was
ent er ed. Ski ps to
PRI NT/ LI ST WHEN PRODUCED
FI ELD.

Aut omatically popul at es
when FOA Code was
ent er ed. Ski ps to
PRI NT/ LI ST WHEN PRODUCED
FI ELD.

Aut omatically popul at es
when FOA Code was
ent er ed. Ski ps to
PRI NT/ LI ST WHEN PRODUCED
FI ELD.

Aut omatically popul at es
when FOA Code was
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PRI NT/ LI ST WHEN PROCDUCED

COPI ES

PRI NTER

ent er ed. Ski ps to
PRI NT/ LI ST WHEN PRODUCED
FI ELD.

Enter P, L, or N.

P - Send to printer
i mredi atel y.

L - Li st to screen
W t hout printing. User

can then send to printer
after view ng.

N - Cenerate Report
W t hout printing. User
can then send to printer
at a later date or view
at a later date byusing
t he print/list/delete
al ready generated reports
menu option.

Defaults to 1. Press Enter
or enter the nunber of
copies wanted. Up to 999
can be entered. Pr ess
Ent er.

Press SHTAB to nove to
the left or right.

Enter the printer site nane
where the output wll be
sent. Press Enter.

| f L was entered in
previ ous field, t he
printer site should be
popul ated so report could
be sent to the printer
i mredi ately after listing
it to the screen.

O herwi se you will not be
abel to print at that
tinme and will have to go
t hr ough t he
print/list/delete already
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gener at ed reports
selection to print.

OR

Press F4 for a list of
al | the report sites
avai |l able to select from

Press SHTAB to nove to
the left or right.

RETENTI ON DAYS Defaults to a required
nunber of retention days.
press Enter or enter the
nunber of retention days
wanted. up to 999 can be
entered. Press Enter.

Press SHTAB to nove to
the left or right.

OK TO PROCEED? Enter Y or N Press Enter.
Acknowl edge nessage by
pressi ng Enter again.

Y - Report criteria is
correct and report is
ready to be generated.
Report is executed in the
backgr ound.

N - Report criteria is
not correct or user
desires at this tine to
not generate the report.
Cursor will nove back to
period ending field to
reent er dat a.

If 'L'" was selected to list the report to the screen, the report is
generated in the bacground and when done it wll Ilist to the
screen. Press Enter to view If report is larger than screen

foll ow the commands at the bottom of the screen to nove fromleft
to right or down a page or up a page or quit. Once user quits the
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view, the system wll pronpt to send the report to the printer
(y/n). Answer pronpt, press return. Another pronpt will appear to

delete the report (y/n). Answer pronpt, press return. Press Enter
agai n.

User is returned to Cvil Reports Section Menu.

Press F10 to exit.
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